= .
4 a l n a
4
r ‘ I
A
;&>

501 TA366: Absence Management
Maintenance

Instructor Led Training

Rev 6/7/2019



@ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace existing
Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website (www.cardinalproject.virginia.gov)
under Training.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
* Instructor led and web based training course materials

« Job aids on topics across all functional areas

« Variety of simulations

* Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



#/ Course Objectives
/

After completing this course, you will be able to:

Identify key Absence Management concepts

Ildentify Absence Management processes

Describe Absence Management integration with other Cardinal modules and interfaces
with external systems
Enter and modify absence requests and events

Enter and managed extended absences

Review employee absence balances



g/ Course Objectives (continued)

Adjust employee absence entitlement balances
Initiate and manage a leave donation request
Calculate Absence and Payroll batch process
Review absence and payroll information
Review results by Calendar Group and Calendar ID

Run absence conversion processing



Agenda
b ns

Understanding Absence Management Maintenance

Maintaining Absences

Adjusting Absence Entitlement Balances

Managing Absence and Payroll Processing

Absence Management Maintenance Hands-On Practice




}j Lesson 1: Introduction
Y4

‘ Understanding Absence Management Maintenance

This lesson covers the following topics:

 Time and Attendance Overview

 Key Concepts

» Time and Attendance Processes

* Integration and Interfaces



y Time and Attendance Overview
J/

The Time and Attendance functional area is comprised of two
modules:

Time and Labor

Involves employee setup, input of time and attendance, payroll

integration, and cost allocation Modules

Cardinal Functional Areas

Time & Labor

Accounts

Absence Management

Absence Management

Payable

Involves the processing and managing of employee absences

Time &
Attendance

Accounts
Receivable
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CARDINAL

General
Ledger

Project
Accounting

Procurement



/;/ Key Concepts
/

Some key concepts in Time and Attendance Absence Management include:
«  Submitted absences are routed immediately to the supervisor for approval.

« The Calculate Absence and Payroll (Absence Calc) function processes approved absences and calculates absence
entitlements and balances. This process runs daily in batch at 11:30 AM, 3:30 PM, and 3:30 AM.

*  While the Absence Calc process calculates absences in the current open pay period, the balances displayed on the
employee’s timesheet and balance history pages are from the prior closed pay period (i.e. absence calendar). They do
not reflect accruals earned or hours taken after that pay period end date.

When a pay period (absence calendar) is closed on salary allocation day, the Absence Calc process is run with the
Finalize option which finalizes all absence calculations. Once the pay period is closed and this Absence Calc option is
run, the calculated absence and balance values become permanently recorded.

* Adjustments can be made to absences takes and entitlements in a prior period. These changes are processed in the
current pay period (absence calendar). Previous periods and balances are recalculated depending upon the change and
are recorded as a new version of the original absence calendar results; the original version of the absence calendar
results does not change.



#/ Time and Attendance Processes
/

Absence Management is one of the five sub-processes within Time and Attendance:
«  Employee Setup

« Time and Attendance Capture

« Administer Time and Attendance Validation and Approval

« Absence Management Processing

«  Payroll Integration and Cost Allocation

The following diagram provides an overview of the business process flow and the various integrations and interfaces.
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/) Absence Management Processing
/

This process flow illustrates what happens when an employee has absence events and/or time on their timesheet. The
Absence Management process calculates the available absence entitlement balances by adding or deducting accruals, takes,
and adjustments.

This information is also used to calculate and allocate payroll costs.
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Procurement Expenses IPP Y
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7 Payroll Integration and Cost Allocation
/

Cardinal uses time and charge distribution information from employee timesheets to allocate payroll costs according to the
distributions entered on timesheets.

That information is shared with the General Ledger and Project Accounting functional areas and can be tracked at the
employee level to support Federal billing.
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v
Administer
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General
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/;/ Time and Attendance Integration with Other Cardinal
“" Modules

Time and Attendance integrates with other Cardinal modules:

 Procurement - Employee information that is created during the Time and Attendance Employee Setup process is used
by the Small Purchase Charge Card Program in the Procurement module.

« Expenses - Employee information that is created during the Time and Attendance Employee Setup process is used by
the Expenses module in the Accounts Payable functional area to process employee travel and business expense
reimbursements.

 Project Accounting - Employee labor costs that are charged to projects are sent to Project Accounting when employee
pay is distributed according to the charge distribution entered on employee timesheets.

 General Ledger - Employee labor charges are sent to General Ledger when employee pay is distributed according to the
charge distribution entered on employee timesheets.

PMI
= Payline

F A

h 4

Administer
Time & Time & Absence Payroll

Altendance Altendance Management Integration and
Capture Validation and Processing Cost Allocation

Approval

A

h 4 v
General
Ledger

Employee
Setup
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¥

Project
Accounting
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Procurement Expeanses CIPPS
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/;/ Time and Attendance Interfaces
J

Time and Attendance also interfaces with several external systems:

Personnel Management Information System (PMIS) - When a new position is created or an existing position is
changed, the position information is first entered into PMIS. PMIS then sends the information to Cardinal to establish
position data in Cardinal Time and Attendance. When employees are hired or change positions, etc., their personnel data
is first entered into PMIS. PMIS then sends the employee information (e.g., employee name, address, role, hourly,
salaried) to Cardinal Time and Attendance to create or update an employee profile.

Commonwealth Integrated Payroll & Personnel System (CIPPS) - Timesheet entries for hourly employees and
overtime entries for both hourly and salaried employees are sent to CIPPS to create employee pay. After the payroll
process is complete, CIPPS provides Expanded Current Earnings information to Cardinal. This information is then used

by Cardinal along with employee timesheet charge distribution information to allocate costs to the appropriate projects and
budgets.

Department of Accounts — Payline - Absence information is sent to the Department of Accounts and allows employees
to view their absence balances via Payline.
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/,) Time and Attendance Interfaces (continued)
/

Time &
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}) Lesson 1: Summary
/

‘ Understanding Absence Management Maintenance

In this lesson, you learned:

+ The Absence Management process calculates available absence entitlement balances
« Absence Management data is used in the allocation process along with productive non-productive time.

+ Absence Management integrates with other Cardinal modules, including Time and Attendance, Procurement, Expenses,
Project Accounting, and General Ledger
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}j Lesson 2: Introduction
Y4

‘ Maintaining Absences

This lesson covers the following topics:

Navigation to Absence Management

Entering and Modifying Absence Requests and Events

Entering and Managing Extended Absences

Reviewing Employee Absence Balances

15



s/ Navigating to Absence Management

To perform administrative tasks for Absence Management, first
log into the Cardinal Human Capital Management (HCM)
application.

Once in Cardinal HCM, navigate to pages within the Global
Payroll & Absence Mgmt menu.

Navigate using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll
& Absence Mgmt > Payee Data > Maintain Absences

Favoriies = Main Menu =

Menu
My Favorites
myCardinal HCM
Cardinal Conversion
Self Service
Manager Self Service
Worlforce Administration
Time and Labor
Payroll for Morth America

Global Payroll & Absence Mgmt

Craanizational Development
Set Up HCM

Enterprise Components
Worklist

Reporting Tools
FPeopleTools

Cardinal Interfaces

Wy Personalizations

$]

f= 2

myCardinal HC
j HCM Repo)

3 TA Repor
=l HCM Qus
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/;/ Maintaining Absences and Payee Data Pages
/

From the Payee Data > Maintain Absences page the following can be performed:
« Enter and modify employee absence requests and events.
« Enter and manage extended employee absences.

. Review Absence Balances.

- Home Workiist Performance Irace Add To Favortes Sign out
CARDINAL - ‘
¥ | Search | Advanced Search [ Last Search Results
Favorites v | Main Menu + » Global Payroll & Absence Mgmt» > PayeeDataw » |Maintain Absences v |

Global Payrell & Absence Mgmt
D Absence Event

2 - .
[ J Maintain Absences
- D Review Absence Balances

Centains pages for Absence Entry and Balances

Absence Event Review Abse L]  Assign Enfitlements and Takas Assign Entitlements and Takes
E] Add er update an abzence event for & specified payee. Revizw current E Add or update an entitiement override or a take override for a payee.




4/ Reviewing the Absence Event Page

The Absence Management Administrator can enter, edit, void,
or delete an absence event on behalf of an employee starting
from the Absence Event page.

» Enter the search criteria (e.g., Empl ID, First Name, Last
Name) and click the Search button. The Absence Event
page displays for the selected employee.

« If more than one employee fits the criteria, a list displays at
the bottom of the page.

« Select the desired employee.

Favorites - | Main Menu = > Global Payroll & Absence Mgmt = » Payee Data- > Maintain Absences » > Absence Event

Absence Event

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID[begins with v
Empl Record[= ]
Name[begins i V]
Last Name[ begins with v|[DCE x
Second Last Name
Alternate Character Name
Middie Name[ begins with |

[ case sensitive

— ]
Search Clear | Basic Search [ Save Search Criteria

Search Results
Only the first 300 results can be displayed.

View All First ‘4 1400ef300 b/ Last
EmplID  EmplRecord Name  First Name Last Name Second Last Name Alternate Character Name Middle Name
00000005000 0 JOHN DCE JOHN DCE (blank) (blank) (blank)
00000073500 0 JOHN DCE JOHN DOE (blank) (blank) (blank)
00000103000 0 JOHN DCE JOHN DOCE (blank) (blank) (Dlank)
000001545000 JOHN DCE JOHN DOE (blank) (blank) (Dlank)
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// Reviewing the Absence Event Page (Continued)
/

The employee’s Absence Event page lists absences for the employee based on the From and Through dates specified.

The From and Through date fields auto-populate and can be changed. If the dates are changed, click the Refresh button to
view the results.

Favorites « | %?in Menu » Global Payroll & Absence Mgmt » > Payee Data + > Maintain Absences » > Absence Event

Mew Window | Help | Personalize Page |
Absence Event Entry Forecast Messages |

Employee ID EMPDO00D0030 Empl Record 0 Name EDGAR POE

From [1110/2016 ]3] Through [05/08/2017 |5 |  Refresh | | Forecast

Absence Events (7
Absence Take || Process Status || ForecastValue |

Personalize | Find | View All | (] | E First "4 1

*Abzence Take Description *Begin Date End Date Partial Hours *Process Action Voided Original Begin Date  Details Entry Source Workflow Status
WAC TAKE ELEM Q Vacation 021372017 |5 (0211372017 |[H 02132017 |[H Details Manager Timesheet Saved

SDF TAKE ELEM Q, VSDP Sick Leave 0172372017 |5 [01/272017 |[H) 01/23/2017  |[H Details Employee Timesheet Approved

FML TAKE ELEM Q_ Family and Medical Leave D1/2312017 |[H] |D1/312017 |[H] 0112372017 [ Details Administrator Absence Event  Submitted
WAC TAKE ELEM Q, Vacation 01182017 |5 01182017 | 0111872017 | Details Employee Timeshast Cancelled

WAC TAKE ELEM Q Vacation 01102017 |5 (011102017 |[H 011072017 |[H Details Employee Timesheet Submitted

[]save |[[&" Retunto Search |[=] Notify || Refresh |

Absence Event Entry | Forecast Messages




i/ Options for Reviewing Employee Absence Data
/

There are two tabs located at the top of the page:

 Absence Event Entry - Displays all absence requests and events that have been entered for the employee. This is the
default tab for this page.

» Forecast Messages - Displays errors or warnings generated by the forecasting process on the Absence Event page. If
errors are corrected and the forecasting process is rerun, the forecast messages will be removed.

Favorites « | %?in Menu + » Global Payroll & Absence Mgmt ~ > Payee Data » > Maintain Absences ~ > Absence Event
New Window | Help | Personalize Page |
I Absence Event Entry IEorecast IMessages I
Employee ID EMFPDO0000030 EmplRecord 0 Name EDGAR POE
From[1110/2016 |5 Through [05/02/2017 |5] | Refresh | | Forecast |
Absence Events (2 Personalize | Find | View All | @I E First ‘4 1

Absence Take || Process Status || ForecastValue |

*Absence Take Description *Begin Date End Date Partial Hours *Process Action Voided Original Begin Date  Details Entry Source Workflow Status
VAC TAKE ELEM Q_ Vvacation 021132017 | (021372017 |5 02132017 |[5 Details Manager Timesheet Saved

SDP TAKE ELEM Q, VSDP Sick Leave 01232017 |[&) [01272017 |5 0102312017 [ Details Employes Timesheet Approved

FML TAKE ELEM Q, Family and Medical Leave D1/23/2017 |[&] (01/31/2017 |[EH] 017232017 [6] Details Administrator Absence Event  Submitted
VAC TAKE ELEM Q, Vacation 01/18/2017 [ [0D1/118/2017 | 01182017 |[5) Details Employee Timeshest Cancelled
VAC TAKE ELEM Q, Vacation 011072017 [ 011102017 |[H 01102017 |[5) Defails Employee Timeshest Submitted

[lsave |[[@ Returnto Search |[=]Notifty |[* Refresh |

Absence Event Entry | Foracast Messages




4/ Reviewing Absence Event Entry Data

The header on the Absence Event Entry tab contains data about the employee, e.g., Employee ID (number), Empl Record,
and Name.

From and Through fields identify the date range of data displayed in the Absence Events section. Click the Refresh button
after updating the From or Through dates.

If there are more than 10 absences, click the View All link. This will activate the scroll bar in order to see all other absences.

The Forecast button allows an Administrator to ensure that the employee is eligible for the absence type selected and has
sufficient balances available for use.

Favorites - ‘ %ﬁ\n Menu « » Global Payroll & Absence Mgmt ~ > Payee Data ~ > Maintain Absences ~ » Absence Event
New Window | Help | Personalize Page |

IErrerer el

Employee ID EMPO00D0030 EmplRecord 0 Name EDEARB}E
From[1110/2016 |5 Through [05/08/2017 |[5) | Refresh | | Forecast |
Absence Events (7 Personalize | Find | View All | El\ = First ‘4 1

Absence Take || Process Status || ForecastValue |

*Absence Take Description *Begin Date End Date Partial Hours *Process Action Voided Original Begin Date  Details Entry Source ‘Workflow Status
VAC TAKE ELEM Cy, Vacation 021132017 |5 (021132017 |[H) 020132017 |[5] Details IManagsr Timeshest Saved

SDP TAKE ELEM Q@ VSDP Sick Leave 017232017 | 012772017 |30 D1/23/2017 |3 Details Employee Timesheet Approved

FML TAKE ELEM Q, Family and Medical Leave 017232017 |[5) [01/2172017 ) 0172372017 [ Delails Administrator Absence Event  Submitied
VAC TAKE ELEM Q@ Vacation 017182017 |5 01182017 |5 011372017 |5 Details Employee Timesheet Cancelled
VAC TAKE ELEM Q, Vacation 011102017 |E) (011102017 | 01102017 | Details Employes Timashsst Submitted

[fsave |[G" Retunto Search | [S]Notity |[£¥ Refresn |

Absence Event Entry | Forecast Messages




/
L,

/2

Absence Event Tabs

The Absence Events section displays all absence requests and events entered in Cardinal for an employee, regardless of

the entry source or workflow status.

There are three tabs in this section:
« Absence Take

* Process Status

* Forecast Value

» Global Payroll & Absence Mgmt » > Payee Data = > Maintain Absences » > Absence Event

Favorites « | %?in Menu +

! Absence Event Entry [ Forecast Messages

Employee ID EMPO000D0020 Empl Record 0O Name EDGAR POE

From [11/10/2016 |[5]) Through [05/00/2017 |[5]) | Refresh | |  Forecast |

Absence Events (7

Absence Take || Process Status | ForecastValue | =

*Absence Take Description *Begin Date End Date Partial Hours *Process Action

VAC TAKE ELEM Q, Vatation 02132017 | [021132017 5]
SDP TAKE ELEM Q, VSDP Sick Leave 017232017 |5 [01727/2017 |5
FML TAKE ELEM Q, Family and Medical Leave  [01/23/2017 | [01/31/2017 |5
VAC TAKE ELEM @ Vacation 011872017 |3 (011182017 [
VAC TAKE ELEM Q, Vacation 011062017 |5 [011102017 [

|[f]Save ||[ah Returnto Search | |[=] Notify ||# Refresh

Absence Event Entry | Forecast Messages

Voided

Original Begin Date

0211372017

0172372017

017232017

01182017

0112017

e
e
e
e
e

Details

Details

Details

Details

Details

Details

Mew Window | Help | Personalize Page |

Personalize | Find | View Al | @l @ First ‘&' 1

Entry Source Workflow Status
IManager Timeshest Saved
Employes Timesheet Approved
Administrator Absence Event  Submitted
Employee Timesheet Cancelled
Employee Timesheet Submitted
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/) Select the Absence Take Tab to Review the Absence Event
Page
The Absence Take tab includes the following fields:

« Absence Take Element - Type of absence

« Description - Description of the specific absence type

 Begin Date - Start date of the absence

« End Date - End date of the absence

« Partial Hours - Hours or partial hours taken that day

 Process Action - Options are Normal and Void (can be used to void or cancel an absence request)

 Void: An absence voided by an Absence Management Administrator — this box will be checked when the voided
absence has been processed by the Calculate Absence and Payroll process

« Original Begin Date - This date should always be the same as Begin Date and will default when you enter the Begin
Date

« Details - Link to the Absence Event Input Detail page to view additional details about prior absence requests and
events or enter details about a new absence request

« Entry Source - The last source of entry or modification of the absence, e.g., timesheet

Workflow Status - The current status of the absence request (such as saved, submitted, approved, cancelled, or voided)

* [+] - Add a row button

* [-] - Delete a row button
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The Process Status tab displays the status of the absence event as it relates to processing. Valid values in the Status field

include Not Processed, Processed, and Finalized.

When an absence event from a prior pay period is modified in the current pay period, the Status field value of Finalized
changes to Not Processed. For a newly entered absence, the Status field is also Not Processed. The Status field changes
to Processed during the current calendar processing. All changes become a status of Finalized when the current Calendar

ID period is finalized.

s/ Reviewing the Absence Event Page Status Data

Absence Event Entry Forecast Messages

Employee ID EMPO0O0D029

From|[11/10/2016 |5

Absence Events (7

*Absence Take Description

WAC TAKE ELEM Q. Vacation

SDP TAKE ELEM Q. VSDP Sick Leave
WAC TAKE ELEM Q. Vacation

WAC TAKE ELEM Q. Vacation

|Gl Save ||[af Return to Search [=] Motify

Favorites Main Menu = »  (Global Payroll & Absence Mgmt =

Empl Record 1]

Absence Take Process Status | ForecastValue

*Begin Date

02132017
01262017
01132017

01122017

4 Refresh

Absence Event Entry | Forecast Messages

> PayesData =

Name GEORGE PATTON

» Maintain Absences + > Absence Event

End Date

[# |02/13/2017
[#] |01/26/2017
[# |01/13/2017
[H |01/1202017

2 (= = (=

Through [05/09/2017 |5 | Refresh |

|  Forecast |

Personalize | Find | View All | E—Il @

Status

Mot Processed
Mot Processed
Mot Processed

Mot Processed

Calendar Group ID

First ‘4 1-4of4 '}’ Last

Process Date
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i/ Select the Forecast Value Tab to Review Forecast Value
7" Page Status Data

The Forecast Value tab identifies employees that are either Eligible or Ineligible.

After entering an absence request, click the Forecast button. A pop-up message indicates when this process is complete.
Click the OK button and then click the Forecast Value tab to view the results.

Click the Forecast Details link to open the Absence Forecast Results page.

Favoriies - ‘ Main Menu + » Global Payroll & Absence Mgmt- > PayesData~ > Mainiain Absences ~ > Absence Event

Absence Event Entry Forecast Messages

Employee ID EMPO0000029 Empl Record 0 Name GEORGE PATTON
From [11[10/2016 |5 Through [05/02/2017 |5 |  Refresh | |  Forecast |

Absence Events (7 Personalize | Find | View All | = | E First ‘4 1-4of4 '»' Last

Absence Take Process Siatus Forecast Value
*Absence Take Description *Begin Date End Date Forecast Value Forecast Date Time Forecast Details
WVAC TAKE ELEM Q1 Wacation 021132017 |[H (021132017 | ELIGIELE N2/07/2017 10:41AM  Forecast Details [+ [=]
SDP TAKE ELEM 1 WSDP Sick Leave 0172672017 |[5) (0172602017 |[5) ELIGIELE (200772017 10:41AM  Forecast Details [+ [=]
WAC TAKE ELEM 1 Wacation 01132017 |[H 01/13/2017 | ELIGIELE N2M07/2017 10:41AM  Forecast Details [+ [=]
WVAC TAKE ELEM Q1 Wacation 01122017 |[H 011122017 |5 ELIGIELE (1/092017 1:54PM [ Forecast Details [+ [=]

[§1Save ||[af Returnto Search | |[Z] Motify |[i% Refresh

Absence Event Entry | Forecast Messages




V4

,} Absence Forecast Results

The Absence Forecast Results page displays the expected remaining balance, paid hours, and unpaid hours for an
absence event.

This page helpful in quickly determining eligible and ineligible leave in the Forecast Value field.

In the example below, the employee is eligible to be paid for the full vacation absence of 8 hours. VAC FORECAST PAID
shows that 8 hours will be paid, VAC FORECAST UNPD shows that 0 hours will be unpaid, and the remaining VACATION
balance on that day is expected to be 20 hours (VAC ENT ELEM_BAL) after the 8 hour take is deducted.

Click the Return button to return back to the Forecast Value tab.

Absence Forecast Results
Help

Absence Event
Absence Forecast Results

Absence Take Element VAC TAKE ELEM
Absence Type “acation

Forecast Value ELIGIELE

Absence Forecast Result Details

Forecast Results Accumulator Results User Keys 1-3
Secondary Element Forecast Element Type
VWAC TAKE ELEM VAC ENT ELEM_BAL Accumulatr

WAL TAKE ELEM VAC FORECAST PAID Accumulatr

WAC TAKE ELEM VAC FORECAST UNPD  Accumulatr

Begin Date 02/15/2017
End Date 0215/2017
Forecast Date Time 03/23/2017 1:43PM

Personalize | Find | View All | & | = First ‘4 1-30f3 (&) Last
User Keys 4-6

Numeric Value Character Value Date Value
20.000000

5.000000

0.000000
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4/ Entering Absences

To enter an absence for an employee, go to the Absence Event page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absences >
Absence Event

The user can enter, edit, or delete an absence event on behalf of an employee when an employee, timekeeper, or supervisor
cannot make the change.

Note: This page should only be used when the employee, Timekeeper, or Supervisor cannot make the change on the
timesheet. And for some cases the entering of extended leave types that are not available on the timesheet because
there is an administrator approval process outside of Cardinal (i.e. extended leave that requires paperwork, HR
approval, etc. before it can be used).

Enter the Search Criteria such as Empl ID or (Aosence Event

Name to select the emp|0yee_ ] Enter any information you have and click Search. Leave fields blank for 2 list of all values.
. Find an Existing Value

An absence event must be entered BT

and/or modified one employee at a time.

Empl 1| begins with »||

Empl Recorg| = [
Nam
Last Nam
Second Last Nam
Alternate Character Nam
Middle Nam§| begins with |

[case sensitive

el
Search Clear | Basic Search [ Save Search Criteria
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’) Entering Absences (continued)
/

To enter a new absence request, ensure the Absence Take tab is displayed.

Click the plus icon (+) to the left of the bottom row to add a new row.

A new, blank row displays.

Click the Details link on the new row to go to the Absence Event Input Detail page.

Favorites ~ | Main Menu ~

» Global Payroll & Absence Mgmt~ >

Payee Data = »

Maintain Absences -

Absence Event Entry || Forecast Massagas

Employee ID EMPDDDDDDZS

From [11112/2016 |[5

Absence Events (7

Empl Record o Name

Through 0511/2017 |5

GEORGE PATTON

| Refresh

' Absence Take I| Process Status | Forecast Value | [0

*Absence Take Description

"WAC TAKE ELEM

O, Wacation

SDP TAKE ELEM @, VSDP Sick Leave

[VAC TAKE ELEM 0, Wacation

"WAC TAKE ELEM

2, Wacation

I !

Forecast

|[F]save ||[2 Retum to Search

||+ Previous in List

*Begin Date End Date Partial Hours *Process Action
021132017 ) [p2n32017 | | | [Mommal |
D1/26/2017 | [o1262017 || | | [Mommal ]
[o1r13z017 |5 [o1m3e0T |H | | [Momal |
011122017 H [mn22017 |H | | [Mommal v
[ - | [Mommal ~]
|[{E] NextinList |[[Z]Notify |[£¥ Refresh |

Absence Event Entry | Forecast Messages

» Absence Event

Voided

Original Begin Date  Details

021132017 | Details
01/26/2017 |5 Details
[01132017 |5 Details

[p112:2017 |5 Details

;I Details I

Perscnalize | Find | View All | iz | =

Entry Source Workflow Status

Idanager Timesheet Saved [+ =]
Employee Timesheet Submitted [+ =]
Employee Timesheet Submitted [+ =]
Employee Timesheet Cancelled
Administrator Absence Event [#] =]

MNew Window | Help | Personalizd

First ‘&' 1-50f5 '} Last
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Enter the following values on this page:

Absence Take - Absence type

Absence Reason - Select the appropriate reason. Note:
Absence Reason is not required. However, it is very
important that a reason always be entered for some
calculations and tracking to work properly.

Process Action - Normal, Void

Begin Date

End Date

Original Begin Date - Should be left blank. This will
populate once the absence has been saved.

Partial Days field - Enter a value if any of the days on the
absence are less than a full day. After a value is entered
into the Partial Days field, additional fields display that
must also be completed.

Do not use the All Days Are Half Days checkbox.

4/ Entering Absences (continued)

Absence Eﬁﬁl}t Input Detail X
Help
la)
Absence Event
Absence Event Input Detail
Absence Take VACTAKEELEM  |Q Absence Type Vacation
Absence Reason VAC |2 vacation Event Priority 30
Entry Source Administrator Absence Event Last Updated
Nk flow Slatis Anumed Process Status Not Processed
_’Pmcess Action __Nurmal v Calendar Group ID
LI Voided Indicator Process Date
Manager Approved First Processed Date
Absence Begin / End Data
*Begin Date 02132017 |&
End Date 02172017 |5
Original BeginDate[ |3
Partial Days ’Nnne—v|
User Defined Fields
User Defined Fields 1 User Defined Fields 2
T — o E—
Character1 | Characterz |
Monetary1 | Curtency 1| |Q Monetaryz| | Currency 2| |Q
Decimal 1 I:l Decimal Zl:l
User Defined Fields 3 User Defined Fields 4 3
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/;) Entering Absences (continued)
/

If any of the days on the absence are less than a full day, click
the drop-down option in the Partial Days field. After an option
Is selected, additional fields display based on the selection.

In this example, the Start Day Only option was selected. Two
fields display:

« Start Day Hours

« Start Day is Half Day

Enter the hours in the Start Day Hours field.
Note: Do not use the Start Day is Half Day or End Day is

Half Day checkbox option for any of the partial day selections.
Always enter the actual partial day hours.

Absence Begin / End Data

*Begin Date [0213/2017 [#]
End Date 02/17/2017 [#]

Original Begin Datd [All Days oF
End Day Only !

Partial Day4{EE0E
Start Day Only
Start and End Days

User Defined Fields

Absence Begin / End Data

*Begin Date |02/13/2017 E|

End Date D2/17/2017 E|

Original Begin Date |02/M13/2017 E|
partial Days [T N ¥

Start Day Hours [ start Day is Half Day
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L,

/2

Once entry is completed, a comment can be entered
as necessary by clicking the Comments link at the
bottom of the page.

Once the necessary fields are completed, click the
OK button to return to the Absence Event page.

Entering Absences (continued)

g
Absence Event Input Detail

Absence Event
Absence Event Input Detail
Absence Take VAC TAKE ELEM
Absence Reason VAGC |2

Entry Source Adminisirator Absence Event

Workflow Status Approved

Vacation

Q

*Process Action | Normal e

Voided Indicator

Manager Approved

Absence Begin / End Data

Absence Type Vacafion

Event Priority 90
Last Updated
Process Status Not Processed
Calendar Group ID
Process Date

First Processed Date

*Begin Date 02/13/2017 E]
End Date |02/17/2017 5
Original Begin Date D2/13/2017 )
Partial Days [None v
User Defined Fields %
User Defined Fields 1 User Defined Fields 2
Date 1 31} Date 2
Character 1 Character 2
Monetary 1 Currency 1 Q Monetary 2
Decimal 1 Decimal 2
User Defined Fields 3 User Defined Fields 4
Date 3 [ Date 4
Character 3 Character 4
Monetary 3 Currency 3 Q Monetary 4
Decimal 3 Decimal 4
Override
Entitlement Adjustment
Comments
ok | | cancel |[ Remesn

Help

Currency 2 QL

Currency 4 Q
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7 Forecasting the Absence Request
/

When a row is initially added, the Workflow Status field defaults to Saved.
After entering the necessary field values for the absence request, click the Forecast button.

The absence types that require forecasting are those that require a sufficient balance to be used (whether earned like
vacation or adjusted/granted ad hoc like employee recognition leave).

Absence types that do not require forecasting are those that are used as needed without the need for sufficient balance, such
as administrative leave (jury duty, etc.).

Favorites | Main Menu » Global Payroll & Abzence Mgmt~ » PayeeData~ » Maintain Absences~ »  Absence Event

Mew Window | Help | Personalizs Page | &

Absence Event Entry Forecast Messages

Employee ID EMPDODDDD22 Empl Record O Name GEORGEPA'ITON
From[11/15/2016 |5 Through [05/14/2017 |5 | Refresh | | Forecast |
Absence Events (7 Personalize | Find | View Al | £ | = First ‘4" 1-50f5 '} Last

Absence Take Process Status Ferecast Value | =H

*Absence Take Description *Begin Date End Date Partial Hours *Process Action Voided Original Begin Date  Details Entry Source Workflow Status

'VAC TAKE ELEM @ Vacation 02132017 [ [02132017 |5 0211372017 | Details Manager Timesheet [+ =]
SDP TAKE ELEM €, \/SDP Sick Leave 017262017 | [01/26/2017 |3 017262017 |5 Details Employes Timeshest Submitted =+ =
VAC TAKE ELEM @, Vacation 017132017 |5 [01122017 |35 01132017 |5 Details Employee Timeshest Submitted [+l =]
VAC TAKE ELEM @, Vacation 01/12/2017 |5 [01122017 |5 0111272017 |§ Details Employes Timeshest Cancelled [+ [=]
WAC TAKE ELEM Q_ Vacation 02/13/2017 | (021702017 | 02/13/2017 [ Detailz Administrator Absence Event  Approved [+] [=]

[Flsave ||E" Retum to Search | [[=INotify ||£% Refresh |

Absence Event Entry | Forscast Messages




p/ Forecasting the Absence Request (continued)
/

Most absence requests entered on behalf of another employee are auto-approved and will be processed on the next run of
the Calculate Absence and Payroll process.

The Absence request types that are not auto-approved are those that require a second level of approval per VDOT business
process (mostly extended leave types such as FML, STD, WCL, etc.). The reason for this is to have a second set of eyes on
it so that both HR and Payroll validate the extended leave entries are correct and have the appropriate approval outside of
Cardinal (paperwork submitted, employee has met hours worked requirements, etc.). See slide 59.

If the forecast is successful, a pop-up box displays:

Message

Forecasting completed covering the period from 2018-058-10 to 2017-02-13. Please check the Forecast Value tab to confirm eligible (25008,
10)

Cancel

oK

herid

Click the OK button.
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,} Forecasting the Absence Request (continued)
V4

The Workflow Status has changed to Approved.

Click the Forecast Value tab to confirm the employee is eligible.

Absence Event Entry ” Forecast Messages

Employee ID EMPDL‘{EDDDZB Empl Record O Name GEORGE PATTON

From |[11/15/2016 |[] Through 05/14/2017 |[5 | Refresh | | Forecast

Absence Events (7

| Absence Take ” Process Status | Forecast Value

*Absence Take Description *Begin Date End Date

]

Partial Hours *Process Action Voided
SDP TAKE ELEM 0, WSOP Sick Leave 01262017 |3 0126207 W | | [Mormal |
VAC TAKE ELEM | Vacation 01132017 | [D1A3207 || | | [Mormal ~|
VAC TAKE ELEM o, Vacation [otze07 |5 [pzEantT |H | | [Mormal ~]
WVAC TAKE ELEM Q, Vacation 021152017 [ (02152017 W |

[ save |[[2F Retum to Search |[[=] Motify || Refresh |

Absence Event Entry | Forecast Messages

Original Begin Date  Details Entry Source Workflow Status

017262017 |3 Details Employee Timeshast Submitizd # =
01/132017 |3 Details Employee Timeshast Submitizd # =
(22017 [z Details Employee Timesheet Cancelled [+ [=

02152017

New Window | Help | Personalize Page | I

Personalize | Find | View All | 2] =] First ‘4 1-40f4 ‘*' Last

W E

Administrator Absence Event ) Approved [+ [=]

34



p/ Forecast Value Eligible
/

For this example the Forecast Value is ELIGIBLE.

ls

Absence Event Entry || Forecast Messages

Employee ID EMPODDDDOZ2S

From|[11/152016 |5

Absence Events (¥

Empl Record O

Through [0514/2017 |5

*Absence Take Description

[SDP TAKE ELEM |y, SDP Sick Leave
[WAC TAKE ELEM | wacation

[WAC TAKE ELEM | wacation

[\VAC TAKE ELEM | wacation

| Absence Take || Process Status || Forecast Value |E)'J

Name GEORGE PATTON

Refresh

Forecast

Persenalize | Find [ Viewan | 2] B First

*Begin Date End Date Forecast Value
[01/26/2017 | [D1/26/2017 | | ELIGIELE
[o1/13/2017 |EH [p132017 |EH | EUIGIBLE
017122017 |EH [p122017 | | ELIGIBLE
|o2r15i2017 | [D20152017  [E

|F)save ||[&F RetumtoSearch |[(=]Motify || Refresh

Abzence Event Entry | Forecast Messages

Forecast Date Time

02132017 4:09PM

02132017 4:08PM

D1/022017 1:54PM

Forecast Details

Forecast Details

Forecast Details

Forecast Details

Forecast Details

4

1-4 of 4

P Last
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/,j Forecast Value Ineligible
7

Cardinal automatically generates Leave Without Pay (LNP) if the absence entered does not have a sufficient absence
entitlement balance. No notification is generated when this occurs and the LNP does not display on the Absence Event

page.

When the Forecast Value is INELIGIBLE, the employee does not have enough of that specific leave type to cover the
absence.

Click the Forecast Details link.

Favorites - Main Menu ~ » Global Payroll & Abzence Mgmt~ » PayeeData~ > Maintain Absencez» > Absence Event
- Absence Event Entry . Forecast Messages -
Employee ID EMPDDODDDO0ZE Empl Record 0 Name ROSA PARKS
From fl1/152018 |3 Through [05/14/2017 |5 | Refresh | |  Forecast |
Absence Events ['\\? Personalize | Find | Vizw a1l | £ | E First '4' 1-40f4 ‘b Last
Absence Take Process Status Forecast Value |f=20
*Absence Take Description *Begin Date End Date Forecast Valus Forecast Date Time Forecast Details
WAC TAKE ELEM 0, Vacation 02011372017 |[&H) (02132017 | INELIGIBLE 02/13/2017 4:27PM | Forecast Details [+] [=]
WAC TAKE ELEM 3, Vacation 0200672017 =) [02MDi2017  |[3) INELIGIBLE 02132017 4:27PM  Forecast Details [+] [=]
WAC TAKE ELEM 3, Vacation 01202017 3 [01/2002017  |[3) ELIGIELE 02132017 4:27PM  Forecast Details [#|[=]
WAC TAKE ELEM 2, Vacation 12016/2016 ] 1ZM&2016 B ELIGIBELE 0173172017 3:15PM  Forecast Details [+ [=]
[Elsave ||t Retumn to Search  |[[=] Notify |2 Refresh |
Abzence Event Entry | Forecast Messages




/) Forecast Value Ineligible (continued)

The Absence Forecast Results page displays. In this example, the employee does not have enough VSDP (Virginia
Sickness and Disability Program) sick leave. If this is processed, it shows the employee will have 8 hours of unpaid leave.

It is the Administrator’s responsibility to verify the employee has sufficient balance to cover the absence if a balance
Is required for the absence type.

If the employee’s leave balance is insufficient, work with the employee and/or supervisor to determine if another leave type
can be used. The employee and/or supervisor should be given an opportunity to update the leave request whenever
possible, to avoid going on leave without pay.

Click the Return button to go back to the Forecast Value tab.

Absence Forecast Results
Help
Absence Event
Absence Forecast Results
Absence Take Element VAC TAKE ELEM Begin Date 02/13/2017
Absence Type Vacation End Date 02/13/2017
Forecast Value IMELIGIBLE Forecast Date Time 02/132017 4:27PM
Absence Forecast Result Details Personalize | Find | View Al | L._1|] D First ‘4’ 1-30f3 '’ Last
Forecast Results Accumulator Results Uszer Keys 1-3 User Keys 4-5 =»
Secondary Element Forecast Element Type Numeric Value Character Value Date Value
WAC TAKE ELEM WA EMT ELEM_BAL Accumulatr 0.000000
WAC TAKE ELEM WAC FORECAST PAID Accumulatr 0.000000
WAC TAKE ELEM WAC FORECAST UNPD Accumulatr 5.000000
| “Retum R
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#/ Saving the Absence Request
/

After confirming the employee is eligible for the leave, click the Save button.

| Absence Take || Process Status || Forecast Value |E3)

*Absence Take Description *Begin Date End Date Forecast Value
[SDP TAKE ELEM |y, SDP Sick Leave [01/26/2017 | [D1/26/2017 | ELIGIELE
[\VAC TAKE ELEM | wacation [01/13/2017 |EH [p132017 | EUIGIBLE
[WAC TAKE ELEM | wacation [o1r12/2017 |H [p122017 | ELIGIBLE
[VAC TAKE ELEM |2, vacation 024152017 3 [D2152017 |H

|Fisave ||E Retumto Search  |[(=)Notify |[22 Refresh |

Abzence Event Entry | Forecast Messages

Forecast Date Time

02132017 4:09PM

02132017 4:08PM

D1/022017 1:54PM

Absence Event Entry || Forecast Messages
Employee ID EMPDDDDDOZS Empl Record O Name GEORGE PATTON
From |11/152016  |[5) Through 05142017 || Refresh Forecast
Absence Events (7 Persenalize | Find [ Viewan | 2] B First

Forecast Details

Forecast Details

Forecast Details

Forecast Details

Forecast Details

4

1-4 of 4

P Last

EE=
[ =
[ =]
[ =]
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#/ Modifying an Absence Request and Event
/

« To edit an existing absence event, click the Details link | e s 0 cosraots o= s oo s s s
associated with the absence that needs to be modified. | oo | e

Employee ID EMP00D00027 EmplRecord 0 Name SANDRA OCONNOR

New Window | Help | Personalize P4

From [11/17/2016 [y Through [05/1622017 ) [ Refresn | | Forecast

» Make the necessary changes on the Absence Event e e e
|nput Detail page and then CIiCk the OK button. *Absence Take Description *Begin Date End Date Partial Hours *Process Action Voided Original Begin Date  Details Entry Source Workflow Status

[CSLTAKE ELEM | Volunteer Service Leave (017202017 |5 01202017 |5 | | [ 01202017 | Details Employee Timesheet Approved
[SOP TAKE ELEM Q VSDP Sick Leave 01172017 5§ 01172017 |3 | | [Nomal v [1 01172017 [ Details Manager Timesheet Approved
. . [PER TAKE ELEM Q VSDP Personal Leave 01092017 ) 01092017 |5 | ] [ oimarot7 Employee Timesheet Denied
L4 Wh e n th e Ab S e n C e EV e n t pag e d IS p | a_yS y CI | C k th e Sa_v e [VACTAKEELEM  |Q Vacation 01042017 |5 00017 | [ | ] 010472017 | Details Employee Timesheet saved
[SOP TAKE ELEM Q VSDP Sick Leave 12122016 ) 1211212016 |3 | ] 1 [2meoe |6 Pesig Employee Timesheet Saved
button.

i Save ||[G Retumto Search || Notity || Refresh

Absence Event Entry | Forecast Messages

Absence Event Input ﬁelail

Help
Absence Event
Absence Event Input Detail
Absence Take PER TAKE ELEM x|Q Absence Type VSDP Personal Leave
Absence Reason [PER | vspp personal Leave Event Priority 0
Entry Source Employes Timesheet Last Updated 01/24/2017
Workflow Status Denied Process Status Mot Processed
“Process Action Calendar Group ID
Voided Indicator Process Date
[ Manager Approved First Processed Date
Absence Begin / End Data
*Begin Date |01/0%/2017 ]
End Date D1/09/2017 [
Original Begin Date [01/03/2017 [
Partial Days [Nons v
User Defined Fields
User Defined Fields 1 User Defined Fields 2
Date 1 [ Date 2 e}
Character 1 Character 2
Monetary 1 Currency 1 Q| Monetary 2 Currency 2 Q.
Decimal 1 Decimal 2
User Defined Fields 3 User Defined Fields 4 2
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#/ Modifying an Absence Request and Event (continued)
/

Favorites v | Main Menu + » Global Payroll & Absence Mgmt» > PayeeDatav :» Maintain Absences» > Absence Event

New Window | Help | Personalize Pa

Absence Event Entry H Forecast Messages

Employee ID EMPDO000027 EmplRecord 0 Name SANDRA OCONNOR
From 111772016 | Through 05162017 | | Reflesh | [ Forecast
’—Ahsence Events .9. Personalize | Find | View All | @| @ First '

| Absence Take || Process Stafus H Forecast Value ‘ B
|

*hbsence Take Description *Begin Date End Date Partial Hours ~ *Process Action Voided  Original Begin Date  Details Entry Source Workflow Status
[CSLTAKEELEM  |Q VolunteerSenviceLeave 01202017 |5 [D120017 Jf§) | [Norma v] [0 0202017 | Detais Employee Timesheet Approved
‘q VSDP Sick Leave [pA7R07 |5 [Tt |5 | [Nomal v O [pAm0r |E Detais Manager Timeshest Approved
‘Q VSDP Personal Leave [p1oor07 |5 [proent7 || | [Nomal v] [0 [pwooaot7  [¢f Detals | Emoloyee Timesheet Denied
‘Q Vacation D407 [ [ptmaiz0n7 [ | | [Normal v| [ [pi4eot7  |E) Details Employee Timesheet Saved
[SDPTAKEELEM |G, VSDP Sick Leave [12r1202016 [ 127122016 [ | | [Normal v O [zws |8 Employee Timesheet Saved

[Flsave || Retunto Search |[[=] Naty || Refresh |

Absence Event Entry | Forecast Messages




#/ Modifying an Absence Request and Event (continued)
/

Absence Event Input Detail

Absence Event

Help

Absence Event Input Detall

Absence Take _FER TAKE ELEM x |3

Absence Type VSDP Personal Leave

Absence Reason|PER |\ vgpp Personal Leavs Event Priority 0

Entry Source Employes Timeshest
Workflow Status Denied
*Process Action
[Clvoided Indicator
Oma nager Approved
Absence Begin / End Data

“Begin Date |01/09/2017 [
End Date |01/09/2017 [
Original Begin Date |01/02/2017 [

Last Updated 01/24/2017
Process Status Not Processed
Calendar Group 1D
Process Date

First Processed Date

Partial Days[None

User Defined Fields
User Defined Fields 1

patet| |

Character 1 |:|

Monetaryt |
Decimal 1 |:|

User Defined Fields 3

O —

I
Monetary3 |
N
Override
Enttement |
Comments
Ok Cancel || Refresh

User Defined Fields 2

e =
Character 2 |:|
Currency 1 l:lQ Monetary 2|:| Currency 2|:|Q
Decimal 2 |:|

User Defined Fields 4

Y —
Character 4 |:|
Currency 3|:|Q Monelary4|:| Currency4|:|Q
Decimal 4 |:|

Adustment |
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g/ Deleting an Absence Request and Event

Deleting an absence request or event means the absence is completely removed from Cardinal and leaves no record of the

request or event. Delete an absence request or event by clicking on the minus (-) icon. The minus icon is available if the
absence has not yet been processed by the Calculate Absence and Payroll process.

A confirmation message displays to confirm the deletion. Once confirmed, the absence request or event is removed. Click the
Save button in order for the deletion to be processed and updated.

Favorites = Main Menu » » Global Payroll & Abzence Mamt = » Payee Data = » Maintain Absences + » Absence Event

Mew Window | Help | Personalize Page | o
Absence Event Entry Forecast Messages

Employee ID EMPDDDODOZ27 Empl Record 0 Name SANDRA OCONNOR
From [11/172016 |5 Through [05n&2017_ |5 | Refresh | | Foretast |
Absence Events (7 Personalize | Find [viewall || [ Fist ¢ 1.50f5 ) Last

Absence Take Process Status Forecast Value | [F=w

*Absence Take Description *Begin Date End Date Partial Hours *Process Action Voided Original Begin Date  Details Entry Source Workflow Status

CSL TAKE ELEM Q Voluntssr Sarvice Leave 017202017 |5 [01/202017 | 01202017 | Details Employee Timeshsst Approved +
SDP TAKE ELEM €} VSDP Sick Leave 01A7/2017 |§) [0TA72017 | 01ATR01T | Details Manager Timeshest Approved [+ =
FER TAKE ELEM 0 VSDP Personal Leave 01082017 |5 [010SE017 & 008207 | Defails) Employee Timeshest Denied # =
\AC TAKE ELEM Q Vacation 010472017 | (01042017 |EH 01042017 |5 Details Employee Timeshsst Saved [+ =1
SDP TAKE ELEM O, VSDP Sick Leave 121122016 |3 12122018 |H 121272016 B Details Employee Timeshest Saved [ =

- | _
E’ Save II-;-" Retumn to Search || [=] Motify || &% Refresh

Abzence Event Entry | Forscast Messages




4/ Voiding an Absence Request or Event

Voiding an absence cancels the absence request or event. If the absence was already deducted from the balance, the hours
will be added back after the next run of the Calculate Absence and Payroll process.

To void an absence request or event, click in the Process Action field and select Void from the drop-down list. Click the
Save button. The Workflow Status field will change to Voided.

If the absence was originally entered on the Timesheet page and not yet approved, the appropriate process action in this

case would be to have the employee, timekeeper, or manager cancel the absence on the timesheet. If that cannot be done,
the administrator can void the request.

When an absence is voided, a record of the request or event remains in Cardinal and the Void field will be checked after the
next run of the Calculate Absence and Payroll process.

Favorites = Main Menu + » Global Payroll & Abzence Mgmt ~ > Payee Dataw > i * 3 Event

New Window | Help | Personalize B
Absence Event Entry Forecast Messages

Employee ID EMPODDDDDZT Empl Record O Name SANDRA OCONNOR

s

From [11/17/2016 |[5) Through [D5/162017 | | Refresh | | Foecast |

Absence Events (¥ Perzonalize | Find | View All | L7‘| = First ‘4’ 150f5 ‘B Last

Absence Take Process Status Forecast Value | [F5H

*Absence Take Description *Bagin Date End Date Partial Hours *Process Action Voided Original Begin Date  Details Entry Source Workflow Status

CSL TAKE ELEM 3, Volunteser Service Leave 01202017 @ 012002017 5 0172002017 ‘3‘, Details Employee Timeshest Approved ﬂ j
SDP TAKE ELEM Q, VSDP Sick Leave 011772017 |[W] D1AT2017 | Q1MTI2017 [ Details Manzager Timesheet Approved [+ =]
PER TAKE ELEM Q, VSDP Personal Leave 01/0872017 |7 |D1/02/2017  |[3) 01/03/2017 [z Details Employes Timeshsst Denisd [+ =
VAC TAKE ELEM 3, “acation 01/04/2017 |[®] D1/04/2017 |4 01/04/2017 [z Details Employee Timeshaet Saved ﬂ j
SDP TAKE ELEM Q, VWSDP Sick Leave 120122016 |3 121122016 | 121272016 [5 Details Employes Timeshsst Saved [+ =

I [ Save I-_u" Retum to Search [=] Notify % Refresh

Absence Event Entry | Forscast Messages




,} Voiding an Absence Request or Event (continued)
/

Favorites = | Main Menu » » Global Payroll & Abszence Mgmt » > Payee Data» > Maintain Ab * » Ab Event

New Window | Help | Personalize H
Absence Event Entry ” Forecast Messages

Employee ID EMPODDDDDZT Empl Record 0 Name SANDRA OCONNOR
From 1111772016 |5 Through D5/16/2017 |5 [ Refresh | | Forecast

Absence Events (¢

Perzonalize | I—_:ndl\oﬁewAlllﬂlL?-s‘l First ‘&' 1-50f5 ‘&' Last
| Absence Take ” Process Status " Forecast Value |

*Absence Take Description *Begin Date End Date Partial Hours *Process Action Voided Original Begin Date  Details Entry Source Workflow Status

(C5SL TAKE ELEM Q Volunteer Service Leave 017202017 |5 | D1/2002017 |5 [ Norma ] O 01/20/2017 [z Details Employee Timeshast Approved [+ =]
Void

SDP TAKE ELEM Q VSDP Sick Leave [otn7Eo 7 W [p1ATEmT |H o | orma v O 01A7/2017 | Details Manager Timesheet Approved # =

PER TAKE ELEM &, VSDP Personal Leave 01/03/2017 [ (01022017 | | | |NDnT|aI v| O 010972017 [z Details Employee Timeshest Denied # =

AC TAKE ELEM 0, Vacation [otioaz017 & [puoszoT B | | [Mormal ] O 01/0472017 |5 Details Employee Timeshest Saved [+ [=]

SDP TAKE ELEM 0, VSDP Sick Leave [12n22016 |5 [1znzeoe B | | [Mormal | O 120122016 |H Details Employee Timeshest Saved # =

I |Save |||§*~Retumm53amh |[=iNotity |22 Refresh |

Absence Event Entry | Forecast Messages

Favorites v "% Main Menu v > Global Payroll & Absence Mgmtv > PayeeDatav > intain Ab: v > Event

New Window | Help | Personalize Page
Absence Event Entry H Forecast Messages

Employee ID EMPDDDDD027 EmplRecord 0O Name SANDRA OCONNOR
From [11/17/2016 |5 Through [05/16/2017 |3 | Refresh | | Forecast

Absence Events (2 Personalize | Find | View All| @ | 2 First '+ 15015 ¥ Last

[ Absence Take H Process Status | Forecast Value

*Absence Take Description *Begin Date End Date Partial Hours *Process Action Voided Original Begin Date  Details Entry Source Workflow Status

[CSLTAKEELEM  |Q Volunteer Service Leave [01/202017 |5y [017202017 |5y | | [Void v] O (01202017 |5 Details Administrator Absence Event [+ =
[SDPTAKEELEM  |Q VSDP Sick Leave (0172017 |5y [017172017 |pY | | [Normal v] O (0171772017 |5y Details Manager Timesheet Approved =
[PER TAKI —|@ VSDP Personal Leave (017082017 |59 (01082017 |5 | | [Normal v] O [0170872017 |5 Details Employee Timeshest Denied # =
[SDPTAKEELEM  |Q VSDP Sick Leave [12112r2016 |5 [121122016 |5} | | [Normal v] O [1211212016 " |Bi Details Employee Timeshest Saved =
[VACTAKEELEM — |Q Vacation (01042017 |59 [ot0a2017 |5 | | [Normat V] [0 (01042017 |50 Details Employee Timeshest Saved FH =

|[@save || RetumtoSearch |[[=]Notify || Refresh |

Absence Event Entry | Forecast Messages




@ Deleting or Voiding an Absence
/

The recommendation for choosing whether to void or delete is as follows:
« If the absence event is for a planned future date, it can be deleted.

« If the absence is current or occurred in the past, it should be voided. This maintains a record of the request or event in
case there are any issues that would need to be researched later.

« Cardinal automatically adjusts an employee’s absence entitlement balance if the absence was previously deducted from
the balance.
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}) Simulation: Entering and Modifying Absences
/

You will now view a simulation that demonstrates how to Enter and Modify Absences.
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http://www.cardinalproject.virginia.gov/Simulations/VDOT/Time and Attendance/Absence Management Maintenance/index.html?Guid=2d28ad25-7a3b-40d7-bff7-412255c24540&Mode=T&Back

» Entering and Managing Extended Absences
7/

Extended absences include:

« FML: Family Medical Leave

« STD: Short Term Disability

« LTD: Long Term Disability

« WCL: Worker's Compensation

Extended absences are entered and managed through the Absence Event page.
Navigate to the Absence Event page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain Absences >
Absence Event

Absence Evenis (v

Absence Take || Forecast Results | [=w

Select *Start Date End Date Absence Name Reason

02113/2017 |3 021372017 |5 |[Family 2nd Medical w |

- Home ‘Worklist Performance Trace Add to Favorites Slgn out
CARDINAL
All -~ | Search Advanced Search

Favorites « Main Menu - » Global Payroll & Absence Mgmt~ > Payee Data » > Maintain Absences

Global Payroll & Absence Mgmt
p— —

Maintain Absences

Contsins pages for Absence Entry and Balances

= EAI)sence Event = Review Absence Balances == Azsign Entitlements and Takes
i jAdd or update an absence event for a specified payee. | Review current and forecast absence balances for a payee. | Add or update an entitement override or a take overide for a payee.




@ Entering and Managing Extended Absences (continued)
/

Several specific tasks are required when entering and managing an extended absence in Cardinal:
»  Checking Absence Tracking Accumulators
« Entering Concurrent Absence Events

*  Obtaining Approval
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/;/ Checking Absence Tracking Accumulators
/

Cardinal uses accumulators to track the hours or days of absence usage (accumulated time) based on pre-defined business
rules. Before entering an extended absence request, review the accumulator values for the extended leave type(s) you plan
to enter.

The accumulators used for the various extended absence types include:

 FML (Family Medical Leave) - Three tracking accumulators are used to track FML hours used.
« The FML ENT ELEM_TAKE accumulator tracks FML used in the leave year, regardless of absence reason (includes
Employee, Family, and Military FML).
« The FML EMP/FAM BAL accumulator tracks FML used in the leave year with an absence reason of Employee or
Family.
« The FML MILITARY BAL accumulator tracks FML used in the leave year with an absence reason of Military.

« STD (Short Term Disability) - The STD TAKE BAL DAYS accumulator tracks the total STD taken in the leave year in
days rather than hours. It also includes holidays and weekends that fall during a consecutive Short Term Disability.

« LTD (Long Term Disability) - Similar to STD, the LTD TAKE BAL DAYS accumulator tracks the total LTD taken in the
leave year in days rather than hours. It also includes holidays and weekends that fall during a consecutive Long Term
Disability.

«  WCL (Worker's Compensation Leave ) - The WCL ENT ELEM_TAKE accumulator tracks the total WCL hours taken in
the leave year.
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4/ Extended Absences Used to Track Employee Usage and

7" Validate Eligibility

Cardinal uses extended absences to track employee usage and validate eligibility. WCL (Worker's Compensation Leave), an
extended absence, generates charge distributions to allocate salary costs. Some extended absences do not generate charge
distributions to allocate salary costs:

« STD (Short Term Disability)
« LTD (Long Term Disability)

One extended absence, FML (Family Medical Leave), is used exclusively for tracking, validation, and reporting. FML (Family
Medical Leave) runs concurrently with other absence types and eligibility is determined outside of Cardinal. FML does not
generate pay, so you must enter another absence take concurrent with the FML date range to generate pay for the
employee (e.g., SCK (Traditional Sick), VAC (Vacation), CPT (Compensatory Leave Taken). If an employee has no available
balances, enter LNP (Leave Without Pay).

= Home Worlklist
|8 CARDINAL - 1.
== * | Search # | Advanced Search  [al Last Search Results

Fawarites Main Menu » > Global Payroll & Absence Mgmt » » FPayss=Data » » Mantsin Absences = > Absence Event
Absence Event Entry Forscast Messages %

Employee ID EMPOO000022 Empl Recard 0 Mame ROSA PARKS

From [02/21/2017 (& Through [0/3002017 |[5) | Refresh | | Forecast
Absence Events (7 Persanalize | Find | Visw Al | r--"—'| B First ‘4 12of2 '‘*/ | act

Absence Take Process Siatus Forecast WValus (=]

“Abzance Take Daszcription “Bepgin Dats End Dafs Partial Hours *Process Action Wolded Original Begin Dafs  Detalls Entry Sourca workfow Status
WALC TAKE ELEM ), Wacation D=27/2017 |GY (02212017 |G 03272017 3 Datails Administrator Absence Event  Approved +| |-
FML TAKE ELEM <, Family and Medical Leave D2:27/2017 | (033172017 | 03272017 i Details Administrator Absence Event =

[F]5ave ||Ef Retun to S=arch *f| Notify | [2® Refresh

Absencz Event Entry | Forecast Messapges
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V4

Using FML does not affect the charge distributions that allocate salary costs. The absence types used concurrently with FML
create the charge distributions that allocate salary costs. However, FML and other extended leaves will be visible on the

employee’s timesheet in Self Service.

If an extended absence, e.g., FML (Family Medical Leave), STD (Short Term Disability), LTD (Long Term Disability), WCL
(Worker's Compensation Leave), is used concurrently with CPT (Compensatory Leave Taken) or OTT (Overtime Leave

Taken), the CPT and OTT takes must be entered on the employee timesheet.

If the Administrator does not have access to the employee timesheet, they must coordinate the entry of CPT and/or OTT with

someone who does have access, such as the Time and Labor Administrator.

» Managing Concurrent Extended Absence Events

Absence Event Entry || Forecast Messages
Employee ID 00272454300 Empl Record [f? Name BRYAN FERGUSON
From 122372016 |3 Through |06/212017 |3 Refrash Forecast
Absence Events (2 Personalize | Find | View Al | G0 ] E& First ‘4’ 1-30f3 ‘B Last
Absence Take Process Status Forecast Value @
*Absence Takea Dezcription ‘E{egln Datew Endl Date Partial Hours “Process Action Voided Original Begin Date  Details Entry Sounce Workflow Status
FIML TAKE ELEM @ Family and Medical Leave 02252017 |[5] 03/08/2017 (Momal | 022502017 Details Administrator Absence Event  Submitted =+ =]
STD TAKE ELEM Q) VSOP Short Term Disabilty 020252017 |[3 020092017 3] 6.40 [Momal | 02252017 [y Details Administrator Absence Event  Submittea ] [=]
VAC TAKE ELEM @ Vacation 027252017 [ 03082017 [ 160| [Normal __ ~| 02252017 [ Details Adminictrator Absence Event  Approved & =]
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}) Managing Concurrent Extended Absence Events
(continued)

Absence Event Entry | Forecast Messages

Employee ID 00273454300 Empl Record [{é Name BRYANFERGUSUN
From 12232016 | Though 06212017 5 | Reiesh  Foncast |
Absence Events (7 Pemunaiizethdl‘u‘iewaIla‘ilﬁ

Absence Take || Process Stais | Forecast valus | =)

First ‘4 1-30f3 M Last

Abgence Takes Description *Begin Datev End Date Partial Hours *Process Action Voided Onipinal Begin Date  Details Enfry Source Workllow Status

FMLTAKEELEM  |Q Famiyand Medical Leave 022512017 [ 03092017 [ Namal  v] [ 02282017 [ Delals  Adminirator Absence Evenl  Submited # =]
81D TAKE ELEM C, VSOP Short Term Disability 02252017 [ 03002017 i 640 [Nomal ] (2252017 [ Details Administrator Absence Event  Submitted [
WAC TAKE ELEM ) Vacation (2252017 ([ 03082017 |3 160 | Normal v 02252017 [ Detais Administrator Absence Event  Approved ]
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@ Extended Absences — Special Considerations: Family and
7~ Medical Leave

Some extended absence types require unique handling when entering and managing the absence in Cardinal.

In order for the employee to take FML in Cardinal, the administrator must enter a balance adjustment to grant the employee
hours.

It is critical to always enter an Absence Reason for an FML event (e.g., FML Employee, FML Family, FML Military) to ensure
proper accumulator tracking.

FML is available for selection on the timesheet, but is typically only entered on the timesheet if the leave is intermittent rather
than consecutive. If the FML is to be entered by the employee/approver/timekeeper on the timesheet, the Absence
Management Administrator will still need to give the appropriate FML hours as a balance adjustment.
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@ Extended Absences — Special Considerations: Short Term
7" Disability (STD)

Only the Absence Management Administrator can enter STD (Short Term Disability) on the Absence Event page.

STD may be entered on the same date with any other absence type, except for VSDP Sick (Virginia Sickness and Disability
Program), to report scheduled hours that are not covered by Short Term Disability. If STD and VSDP Sick are entered on the
same date, Cardinal displays an error message.

If the employee does not have sufficient balances of other absence types to cover the difference or chooses not to use paid
leave, then STL (Short Term Leave Without Pay) take is used to indicate the unpaid time instead of the LNP (Leave without
Pay) take. When you enter STL, the employee continues accruing vacation for the first 90 days of a Short Term Disability.

If the employee is working while on Short Term Disability, use RSW (Short Term Disability Working) for tracking purposes,
rather than RGS (a Time Reporting Code used to classify hours recorded on a timesheet as Regular Earnings — Salaried).

Employees working under Short Term Disability are eligible for a specified percent of hours paid per scheduled work day.
Difference refers to the amount of hours that the employee uses to supplement the Short Term Disability hours to total the
employee’s scheduled hours per day per employee.



@ Extended Absences — Special Considerations: Long Term
7" Disability (LTD)
Only the Absence Management Administrator can enter LTD (Long Term Disability) on the Absence Event page.

Use RLW (Long Term Disability Working ) rather than RGS (Regular Earnings — Salaried) to track hours worked by an
employee on LTD.
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/) Extended Absences — Special Considerations: Worker’s
Compensation (WCL)

Only the Absence Management Administrator can enter WCL (Worker's Compensation Leave) on the Absence Event page.

Use STL (Short Term Leave) to report unpaid time instead of LNP (Leave Without Pay) when an employee is on Worker's
Compensation Leave. This allows the employee to continue accruing vacation for the first 90 days of a Worker’s
Compensation Leave.

When entering an extended absence for Worker's Compensation Leave, use the Comments field on the Absence Event
Comments page to record the claim number associated with the absence event.

Only one Worker's Compensation Leave event can be entered per day. If a single Worker's Compensation Leave event is

entered for an employee and the hours need to be charged to two or more claim numbers, use the Comments field to
indicate the number of hours charged to each claim.
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},) Entering Absence Event Detail as Part of Managing
Extended Absence Process

Click the Details link associated with the absence request on the Absence Event page to open the Absence Event
Input Detail page. Then click the Comments link near the bottom of the page.

Absence Event Input Detail

Help
Abzence Event Absence Event Comments
P Hel
Absence Event ||"IpUt Detail ?
Absence Event
Ahsance Take a, Absence Type
' Absence Event Comments
Absence Reason aQ Event Priarity 0
Comment || E1l
Entry Source Administrator Absence Event Last Updated
Workflow Status Process Status Mot Processed
*Process Action [Normal had Calendar Group 1D
Vaided Indicator Process Date \
[ Manager Approved First Processed Date ﬂ
Absence Begin ! End Data
“Begin Date 7 Ok Cancsl Refrech
End Date
Original Begin Date &) |
Partial Days [None "
User Defined Fields
User Defined Fields 1 User Defined Fields 2
Date 1 i) Date 2
Character 1 Character 2
Monetary 1 Currency 1 Q) Monetary 2 Currency 2 Q,
Decimal 1 Decimal 2
User Defined Fields 3 User Defined Fields 4
Date 3 £ Date 4
Character 3 Character 4
Monetary 3 Currency 3 Q) Monetary 4 Currency 4 Q)
Decimal 3 Decimal 4
Owerri d
Entitlement Adjustment
Comment

| ©OK || Cancal || Refresh | h




/) Obtaining Approval as Part of Managing Extended Absence
Process

The following extended absences first are set up by the Payroll Administrator, followed by the second level of approval
performed by the HR Administrator:

«  FML (Family Medical Leave)
«  STD (Short Term Disability)
« LTD (Long Term Disability)

«  WCL (Worker's Compensation)
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@ Obtaining Approval as Part of Managing Extended Absence
Process (continued)

Cardinal does not automatically route extended absence events entered by the Payroll Administrator. The Payroll
Administrator must manually request (i.e., email) that the HR Administrator approve extended absence events entered by the
Payroll Administrator.

To approve the extended absence, the HR Administrator navigates to the Absence Event page to approve:

« Step 1: Identify the appropriate extended absence request.

« Step 2: Click the Details link in the Details field for that request to access the Absence Event Input Details page.
+ Step 3: Select the Manager Approved box.

« Step 4: Click the OK button to return to the Absence Event page.

» Step 5: Click the Save button.
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i s

“" Process (continued)

Obtaining Approval as Part of Managing Extended Absence

Abaencs%nt Input Detail
Aosenc e deent

Absence Event Input Detail
Absence Take [STD TAKE ELEM a
Absence Reason |3TD |OL  ywsop Shon Term Dissbility

Entry Source Administrator Abssnce Event

Workflow Status

“Process Action [lomel ]
Noidadindicator

I Manager Approved I
Absence Begin /| End Data

*Begin Date D208/2017 i

End Date |02/23/2017 3

Originzl Begin Date i
Partial Days [Nonz e

User Defined Fields
User Defined Fields 1
Date 1 i
Character 1

Absence Type WVEOP Shon Term Disability

Event Priority 0
Last Updated
Progess Status Mot Processed
Calendar Group 1D
Progess Date
First Processed Date

User Defined Fields 2
Dats 2
Character 2
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» Obtaining Approval as Part of Managing Extended Absence
“" Process (continued)

The Workflow Status field changes to Approved.

Favaorites = Main Menu = + Global Payroll & Absence Mgmt » » PayssData » > Maintain Absences» > Absence Event
: Absence Event Entry Faorecast Messages |
Employee I3 EMPO0000023 Empl Record 0 Name ROSA PARKS
From [11117/2016 |3y Through QEABEZ01T | [ Foregast
Absence Events ’:‘h Persenalize | Find | Wiew Al | r--'1—.[ = First ‘4 150f56 '* Last
Absence Take || Process Status | ForecastVale | [0
“Ahzance Take Dazcription “Begln Data End Dats Partial Hours *Process Action Volded ariginal Begln Date  Detalla Enfry Sourca Workfow Status
WAC TAKE ELEM ), Wacation 02132017 | (02132017 &) Mormal “ 232017 i Details IManzger Timeshest Saved +| =
WAC TAKE ELEM () Wacation 21082017 |50 021072017 |G Mormal LY O2OEZD1T 3il Details Employee Timesheat Sausd | |—
— — — E— I — —
STD TAKE ELEM 3, WSOF Short Term Disability  [D2082017 [ (02252017 ) Mormal “ DZ06201T il Administrator Absence Event  Approved +| |=
WAC TAKE ELEM &, Wacation D1/2002017 (&) 0102002017 |34 Mormal W 012002017 3] Details Employee Timesheet Approved Lt =]
WAC TAKE ELEM ), Wacation 2ME2ME | (121802018 | Maormal w 12MEE2016 i Details Employee Timesheat Cancelled o | |
[[F5ave |[EF Retum to Search | [=1Motify | [+ Refresh
Absence Event Entry | Forecast Messages




y Reviewing Current and Future Absence Balances
/

Use the inquiry page, Review Absence Balances, to view an
employee’s current entitlement balance.

Click the Review Absence Balances link from the Maintain
Absences page to access the Review Absence Balances

page.
Navigate to this page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll
& Absence Mgmt > Payee Data > Maintain Absences >
Review Absence Balances

From the search page, enter the employee criteria and click
the Search button.

Favaorites = Main Menu = + Global Payroll & Absence Mgmt » » PayseData » » Maintain Absences » > Review Absence Balances
Review Ahsenc%ﬂlances
Entsr any information you have and click Szarch. Leave fizlds blank for 2 list of all valuss.

Find an Existing Value

Search Criteria

Empl 1D [begins with ] EMF10000022 P
Empl Record 1]
Nams
Last Nama

Second Last Name |begins with

Alternate Character Mame |begins with w

Middle Mames |begins with

O case sensitive

2
Search Clzar | Basic Szarch & Save Search Criteria

[5earch Resulis

[igwe All First 4/ sces B Last
EmplID  Empl Record Hama Firat Nama Lasf Mame Sscond Last Name Atbernate Charactsr Hama Middle Hame
EMPOO000028 @ ROSAPARKEROSA  PARKS  (blank) (blank) (blank)
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,} Review Absence Balances Page
/

The Review Absence Balances page appears. This page has the following tabs:

Current Balance
Forecast Balance

Forecast Messages

Current Balance Forecast Balance Forecast Messsges

Employee ID EMPOODDDIZE
Absence Entitlement Current Balance
Accumulator Balance User keys | [T

Accumulator Perlod Enfitlsmsant Elemant

Year to Date WAC EMT ELEM
“fear w Datz ALIENT ELEM

Year to Date CSL ENT ELEM
“fear w Datz MIL ENT ELEM

Year to Date MIP ENT ELEM

“fear w Datz MLD ENT ELEM
Year to Date PO1 ENT ELEM
“fear w Datz PD2 ENT ELEM
Year to Date BMO ENT ELEM
“fear w Datz DLR ENT ELEM

[ Retum to Search || =] Motify || Refresh |

Current Balancs | Forecast Balance | Forecast Messages

Empl Record 0O

Element Hama

WAC ENT ELEM_BAL
ALIENT ELEM_BAL
CSLENT ELEM_BAL
MIL EMNT ELEM_BAL
MIF ENT ELEM_BAL
MLD EMT ELEM_BAL
FD1ENT ELEM_BAL
PD2 ENT ELEM_BAL
BMO ENT ELEM_BAL

DLR ENT ELEM_BAL

Name ROSA PARKS

From

12000000 01/1v2018
0.0000DD 01102018
16000000 01/1v2018
0.0000DD 10i0172015
0.00D0D0 1040172015
0.0000DD 01102018
0.00D0D0 01/1v2018
0.0000DD 01102018
0.00D0D0 01/1v2018

0.00DDDD 01/10V2018

4

1-10 of 28

Thraugh

01912017
01912017
01912017
093012018
09/30/2016
01912017
01912017
01912017
01912017

01/09/2047

Favaorites = Main Menu = > Global Payroll & Absence Mgmt » » PayssDats » » Maintzin Absences » > Rewiew Absence Balances

*! Last

63



/;) Current Balance Tab
J

The Current Balance tab displays the absence balances for each absence type and includes the Entitlement Element
(absence type), the Amount (current balance in hours) and the accumulator date range (From and Through); the range
reflects the cumulative leave year.

Favorites = ‘ Main Menu + » Global Payroll & Absence Mgmt - » Payee Data » > Maintain Absences » > Review Absence Balances
Current Balance I Eorecast Balance || Forecast Messages |
Employee ID %PDDDDDDES Empl Record 0 Name ROSAPARKS
Absence Entitlement Current Balance Personalize | Find | View All | 2| ] First ‘4 1-100f26 '}’ Last
Accumulator Balance | User Keys |
Accumulator Period Entitlement Element Element Name Amount From Through
Year to Date WAC ENT ELEM WAC ENT ELEM_BAL 12.000000 01110/2016  D1/D92017
Year to Date ALI ENT ELEM ALI ENT ELEM_BAL 0.000000 01/10/2016  D1/D92017
Year to Date CSL ENT ELEM CSL ENT ELEM_BAL 16.000000 01110/2016  D1/D92017
Year to Date MIL ENT ELEM MIL ENT ELEM_BAL 0.000000 1v01/2015  D9V30/2016
Year to Date MIP ENT ELEM MIP ENT ELEM_BAL 0.000000 1v01/2015  D9/30/2016
Year to Date MLD ENT ELEM MLD ENT ELEM_BAL 0.000000 01/10/2016  D1/D92017
Year to Date PD1 ENT ELEM PD1 ENT ELEM_BAL 0.000000 01/10/2016  D1/09/2017
Year to Date PD2 ENT ELEM PD2 ENT ELEM_BAL 0.000000 01/10/2016  D1/D92017
Year to Date BMO ENT ELEM BMO ENT ELEM_BAL 0.000000 01/10/2016  D1/09/2017
Year to Date DLR ENT ELEM DLR ENT ELEM_BAL 0.000000 01/10/2016  D1/D92017
|[&h Return to Search | |[=] Notify || Refresh
Current Balance | Forecast Balance | Forecast Messages
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/p/ Forecast Balance Tab

The Forecast Balance tab permits forecasting a specific
absence type for the employee. After clicking the Forecast
Balance tab, the Forecast Balance page displays. Select the
Absence Take Element.

. Enter a date value in the As Of Date field.
* Click the Forecast button.

The information displays for the absence type you selected.
The following fields display:

« Secondary Element - Defaults to the Absence Take
Element

* Forecast Element - The name of the balance
accumulator

 Type - Always defaults to Accumulator

* Numeric Value - Forecasted entitlement balance

* Character Value and Date Value: Fields are not used in
Cardinal

Favorites « | Main Menu ~ > Global Payroll & Absence Mgmt ~ > Payee Data~ > Maintain Absences ~ > Review Absence Balances

Current Balance Forecast Balance Forecast Messages

Employee ID_ENMPO0000028 Empl Record 0
Absence Take Element | Q.

Personalize | Find | View All | ﬁ'] E

Name ROSA PARKS

Forecast Balance Results Detail First ‘&' 1of1 '»' Last
Forecast Results || Accumulator Results || User Keys
Numeric Value Character Value Date Value

Secondary Element Forecast Element Type

0.000000

|ah Return to Search [=] Notify || {4 Refresh

Current Balance | Forecast Balance | Forecast Messages
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’) Forecast Balance Tab (continued)
/

Favories - | ain Menu - » Global Payroll & Absence Mgmt » » PayeeData = > Maintain Absences » > Review Absence Balances

current Balance | Forecast Balance | Forecast essages ‘

Employee ID EMPD0000028 Empl Record 0O Name ROSAPARKS
Absence Take Element | Q
As Of Date Bl | Forecast |
Forecast Balance Results Detail Personalize | Find | View All | | @ First ‘&' 1of1 B Last

Forecast Results || Accumulator Results H User Keys |

Secondary Element Forecast Element Type Mumeric Value Character Value Date Value

0.000000

\[ah Retum to Search  ||[<] Nofify || &% Refresh |

Current Balance | Forecast Balance | Forecast Messages
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’) Forecast Balance Tab (continued)
/

M
Favorites = | Main Menu - > Global Payroll & Absence Momt = > Payee Data » > Maintain Absences » > Review Absence Balances

Current Balance || Forecast Balance || Forecast Messages |

Employee ID EMPDOO0002S Empl Record 0 Name ROSA PARKS
Absence Take Element VAC TAKE ELEM )
As Of Date 12/31/2017 E Forecast
Forecast Balance Results Detail Parsonalize | Find | View All | E—ll @ First ‘&' 1of1 W' Last

Forecast Results || Accumulator Results || UserKeys | [F50)

Secondary Element Forecast Elememnt Type Numeric Value Character Value Date Value

[VAC TAKE ELEM WVAC ENT ELENM_BAL Accumulatr 16.000000

[ah Return to Search  ||[Z] Notify || £ Refresh

Current Balance | Forecast Balance | Forecast Messages
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/;/ Retroactive Processing
/

Cardinal will only process prior period adjustments (absence entry, schedule change, balance adjustments, etc.) up to one
year back.

If an exception to the one year limit is needed, contact Central Office Payroll.
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}) Lesson 2: Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your

answer below.

-

What information is available to view on the Current Balance tab?

Y4

AN

In order to find out what the balance will be for an employee at a future date, you would use the
tab.

\(

J
~N

This tab is not typically used by Administrators because the forecasted messages are related to data or
configuration issues.

J
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}) Lesson 2: Summary
/

‘ Maintaining Absences

In this lesson, you learned:

* How to enter and modify absences requests and events
* How to enter and manage extended absences

* How to review employee absence balances
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}) Lesson 3: Introduction
/s

‘ Adjusting Absence Entitlement Balances

This lesson covers the following topics:

* Adjusting Absence Entitlement Balances

* Enter and Manage Donated Leave
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@ Manual Adjustment of Absence Entitlement Balances
/

Not all absence types are granted based on an annual entitlement or accrual during the leave year. Some absence types
must be manually set up for an employee.

Some examples include:

ELP (Educational Leave)

ALI (Annual Leave Incentive)

MIL (Military Leave)

ERL (Employee Recognition Program)
ESP (Employee Suggestion Program)

The balances are manually granted or adjusted.

Absence type balances are also adjusted where there is an exception. There are a few exceptions for absence type
balances.

It is better to first investigate the root cause of the issue as opposed to quickly adjusting the balance without verifying the
facts. For example, if the employee’s vacation accrual is incorrect, there may be an underlying reason, e.g., incorrect
Company Seniority Date, causing the incorrect accruals.
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y Manual Adjustment of Absence Entitlement Balances:
7" Absences Page Search

Use the Absences page to adjust an employee’s absence balance.

Navigate to this page using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Mgmt > Payee Data > Adjust Balances >
Absences

Favorites Main Menu - » Global Payroll & Absence Mgmi ~ > Payee Data » > Adjust Balances » > Absences

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID[begins with v |[EMPODD00028 x
Empl Record[=_ +] 0
Pay Group|begins with ]
Calendar D[ begins with |
Name[Beams i v]
Period Begin Date
Period End Date[== v|

O case sensitive

HE L0

]
Search Clear Basic Search [© Save Search Criteria




y Manual Adjustment of Absence Entitlement Balances:
7 Absences Page Search (continued)

On the Absences search page, enter search criteria to access the employee record that requires adjustment:
« Empl ID or Name
After entering the employee information select one of the following to identify when the balance adjustment is effective:

« Calendar ID: Run control parameter for the Calculate Absence and Payroll process that identifies the pay period for
which the process is run.

 Period Begin Date: The date when the absence begins (enter date or click the Calendar icon to choose).

 Period End Date: The date when the absence ends (enter the date or click the Calendar icon to choose).

Favorites + Main Menu - > Global Payroll & Absence Mgmt ~ » PayeeData ~ » AdjustBalances » > Absences

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Search Criteria
Empl 10| begins with s |El‘u1PEIDOEIDOQB X
Empl Record|= v 0

I Pay Group| begins with »

Calendar ID| begins with w
Name[begins with /]
Period Begin Dafe| == w
Period End Date[== /]

[Jcase Sensitive

|z @] oo
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y Manual Adjustment of Absence Entitlement Balances:
7 Absences Page Search (continued)

For absence adjustments, except VAC (Vacation) and SCK (Traditional Sick), make the adjustment to the pay period that the
employee should be able to start taking the leave type (meaning it will be effective on the period begin date).

In the rare instances in which VAC and SCK leave require adjustments, you make the adjustment in the pay period prior to
the period that you want the employee to be able to take the VAC or SCK leave. For example, if you want the employee to be
able to use a VAC leave adjustment during the pay period ending March 9, make the VAC adjustment using the pay period

end date February 24.

Favorites - Main Menu > Global Fayroll & Absence Mgmt » > FPayeeData = > Adjust Balances ~ > Absences

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID[begins with »|[EMP00000023 x
EmplRecord[= V] i
Pay Grcu_n
Calendar ID| begins with |
Nae g i V]
Period Begin Date|>= /|
Period End Date[<= |

[ case Sensitive

e o0

[
Search Clear | Basic Search 63 Save Search Criteria
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/;) Calendar ID Lookup
/

When using the Calendar ID lookup, the calendars available for the selected employee appear at the bottom of the page.
To choose the calendar for the effective date of the change, select it from the search list.

Favorites | Main Menu > Global Payroll & Absence Mgmt» > PayeeData~ > AdjustBalances - > Absences

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

Empl ID| begins with s [ EMPO0000028
Empl Record[= v 0

Pay Group| begins with s [ SEMIMNTHLY a
Calendar ID] begins with || SMLV201517 o}
Pericd Begin Date EH
Period End Date[== v| E
[ case sensitive
| Search || Clear |Basic Search B Save Search Criteria
Search Resulis
View All First ‘4 1-1p0ef181 ‘2 Last
Empl 1D Empl Record Pay Group Calendar ID Name Period Begin Date Period End Date
EMPO0OD00022 0 SEMIMNTHLY SMLV201101 ROSA PARKS 04/10/2011 01242011
EMPO0OD00022 0 SEMIMNTHLY SMLV201122 ROSA PARKS 11/25/2011 12/09/2011
EMPO0OD00022 0 SEMIMNTHLY SMLV201123 ROSA PARKS 1211012011 12124/2011

ENMPDO000D23 0 SEMIMNTHLY SMLYV201124 ROSA PARKS 12/25/2011 01/09/2012




» Manual Adjustment of Absence Entitlement Balances:
7" Absences Page

Once the employee and calendar have been selected, the Absences page displays. The top section of this page populates
based on the values entered on the search page.

Review this information to confirm that the right selection was made.

Favorites « | Main Menu = » Global Payroll & Absence Mgmt- > PayeeData- > AdjustBalances- > Absences
Absences
Employee ID EMPO0000028 Name ROSA PARKS Empl Record O
Pay Group SEMIMNTHLY Description Semi-Monthly Salaried AM Pay Entity COVA
Calendar ID SMLW201517 Begin Date D8/10/2015 End Date 02/24/2015
Balance Adjustments Personalize | Find | View All | &= = First "3 {1of1 ‘& Last
Element Name Description Balance Adjustment Begin Date End Date Comments
| Q Bl 5 &l =
[F]save ||[ah Return to Search [=] Motify




o,

¢/ Steps to Manually Adjust Absence Entitlement Balances
/

To make a balance adjustment for an absence type use the following steps:

» Select the absence type in the Element Name field. The Description field will automatically populate based on the
selection.

» Click in the Balance Adjustment field and enter the amount in hours. The balance adjustment can be either positive or
negative and will be increased or decreased by the hours entered here.

Ay
Favorites v } Main Menu v > Global Payroll & Absence Mgmt~ > PayeeDataw > AdjusiBalancesv > Absences
Absences
Employee ID EMP00000023 Name ROSA PARKS Empl Record 0
Pay Group SEMIMNTHLY Description Semi-Monthly Salaried AM Pay Entity COVA
Calendar ID SMLV201517 Begin Date 09/10/2015 End Date 09/24/2015
Balance Adjustments Personalize | Find | View All | | @ First ‘4’ 10of1 '»' Last
Element Name Description Balance Adjustment |Begin Date End Date Comments
ALI ENT ELEM Q_ Annual Leave Incentive 16.00/J09/10/2015 |[31) [09/24/2015 [ ] [=]
5 fﬂ Save _f‘ Return to Search A [%7] Notify A




# Steps to Manually Adjust Absence Entitlement Balances
7" (continued)

* Once an Element Name is selected the Begin Date and End Date populate from the Calendar ID designated in the search
criteria. Clear the Begin Date and End Date fields.

Commanty

* Click the Commentsicon (- ). The Comments field is a mandatory field. A comment about the leave is required to
save the adjustment.

L2

Favorites v \ Main Menu v > Global Payroll & Absence Mgmi~» > PayeeDatay > AdjustBalancesv > Absences
Absences
Employee ID EMP00000028 Name ROSA PARKS Empl Record 0
Pay Group SEMIMNTHLY Description Semi-Monthly Salaried AM Pay Entity COVA
Calendar ID SMLV201517 Begin Date 09/10/2015 End Date 09/24/2015
Balance Adjustments Personalize | Find | View All | l @ First ‘¥ 10of1 >/ Last
Element Name Description Balance Adjustment]Begin Date End Date Comments
ALI ENT ELEM Q_ Annual Leave Incentive 16.00]/09/10/2015 [ [09/24/2015 |[] +] il
5 |[§lSave ||[ah Return to Search [%7] Notify




jp/ Steps to Manually Adjust Absence Entitlement Balances
(continued)

The Absence Comments page displays. Enter a brief explanation of the adjustment in the Comments field.

The User ID of the person making the change is auto-populated in the Last Update User ID field and the date the change
was made is auto-populated in the Last Updated Date/Time field. Note this is not visible until the OK button has been
clicked and the Absence Comments page displays.

Click the OK button to return to the Absences page.

P for Absence Entitlement

Help
Absence Comments

Empl ID: EMPODOODO28 Name: ROSA PARKS Empl Record: 0

Pay Group: SEMIMNTHLY Description: Semi-Monthly Salaried AM

CalendarID:  SMLV201517 Begin Date: 09/10/2015 End Date: 09/24/2015
Element Name: ALI ENT ELEM Description: Annual Leave Incentive Balance Adjustment: 16.000000

Adjustment Comments

Employee Approved by Depariment Head James Smith for 16 hours of Annual Leave

Comments: h
Incentive |

Last Update User ID: I Last Update Date/Time: I

' Cancel |




jp/ Steps to Manually Adjust Absence Entitlement Balances
(continued)

Click the Save button to save the absence adjustment.

Adjustments made in current open period and prior periods are processed the next time the Calculate Absence and Payroll
process runs.

Adjustments that are future dated process when the calendar selected is processed.

Favorites = ‘ Main Menu - » Global Payroll & Absence Mgmt- > PayeeData- : AdjustBalances~ > Absences
Absences
Employee ID EMPD0000028 Name ROSA PARKS Empl Record 0
Pay Group SEMIMNTHLY Description Semi-Monthly Salaried Al Pay Entity COWA
Calendar ID SMLW201517 Begin Date 08/10/2015 End Date 08/24/2015
Balance Adjustments Personalize | Find | View Al | 2| [ First ‘4 10f1 ‘& Last
Element Name Description Balance Adjustment Begin Date End Date Comments
ALl ENT ELEM Q Annual Leave Incentive 16.000000| (09102015 |[&H] [09/24/2015 |[5] [+] [=]

I [Flsave I_:u,-“ Return to Search [=] Motify
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@ Reasons to Manually Adjust Absence Entitlement Balances
/

There are various reasons that a balance requires adjustment.

If there are retroactive changes to an employee’s anniversary date in PMIS, the Absence Management Administrator is
notified as the employee’s absence balance may need to be adjusted. The PMIS interface will send over the new Company
Seniority Date, which is the date field used to determine years of service for some accruals, e.g., VAC (Vacation), SCK
(Traditional Sick) ,and the VAC carryover maximum. The field is not effective dated in Cardinal, so retroactive absence
calculations will not be triggered. The new seniority date will be used in absence calculations going forward starting with the
pay period once the new date was received in Cardinal. The Absence Management Administrator would need to contact the
Payroll Manager to set a trigger to reprocess any incorrect accruals prior to that period.

Balance adjustments entered directly into Cardinal on the Absences page are not displayed on the timesheet until the
Calendar ID is finalized at the end of the pay period. However, once the balance adjustment is entered and processed by the
daily Calculate Absence and Payroll process, the balance available to the employee for leave entry and forecasting is updated
accordingly.

Once the Calculate Absence and Payroll process runs and the pay period is finalized, a Self Service employee can view the
adjusted balance as of the end of the last pay period.
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/;/ Processing Leave Donations
/

Employees who wish to donate leave to another employee should contact their supervisor for guidance.
Absence Management Administrators:
« Enter and manage donated leave by entering balance adjustments for the recipient and donors.

* Return unused donated leave to the donors after the recipient no longer needs or qualifies for donated leave by entering
balance adjustments for the recipient and donors.

For more detailed information about completing a leave donation, see the job aid entitled 501 TA366: Leave Donation
Process located on the Cardinal website in Job Aids under Training.
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}) Lesson 3: Summary
/

‘ Adjusting Absence Entitlement Balances

In this lesson, you learned:

» Adjust absence entitlement balances for employees

* Process leave donations
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}j Lesson 4: Introduction
Y4

n Managing Absence and Payroll Processing

This lesson covers the following topics:

* Overview of the Calculate Absence and Payroll batch process
* Reviewing Absence and Payroll Processing

* Reviewing Results by Calendar Group or Calendar
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},) Calculate Absence and Payroll Process
/

Calculate Absence and Payroll is a daily batch process that calculates all absence entitlements (automatic and granted) and
takes. This process runs in batch at 11:30AM, 3:30PM, and 3:30AM.

Calculate Absence and Payroll includes:

« Absence Entitlements - This process updates frequency-based entitlement and makes entitlements available.

« Absence Takes - During this process, Cardinal calculates the number of hours per day for each take and deducts hours
taken from balances.

» Retroactive Changes - This process updates all intervening time periods up to the present when an event is added,
updated, or deleted, changes are made to job data or a work schedule that affects a period has already been processed.

The calendar must be manually finalized at the close of the pay period by the Payroll Administrator. Only Payroll
Administrators and the Cardinal Post Production Team have access the run this process.

u;“ <
.
Identify payees Calculate Review results Correct errors Finalize process
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@ Absence and Payroll Processing View Options
/

There are various ways that you can view absence and payroll processing information:
» Review results by calendar group or calendar

Some of the items you can view are:

*  Accumulators

« Absence Data
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#/ Accessing Results by Calendar or Calendar Group
/

You have two options for reviewing results:

« Calendar

« Calendar Group

Navigate to either the Calendar or Calendar Group View using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing >
Review Absence/Payroll Info > Results by Calendar Group or Results by Calendar

|¢@ CARDINAL = Toms | Workiet

~ | Search 3 | Advanced Search  [Zl Last Search Results

Favorites = | Main Menu - > |Global Payroll & Abssnce Mgmt » | > PayeeData- > AdjustBalances» > Absences

3 Payee Data

Absences {3 Absence and Payroll Proq 1  Define Calendars
= Prepare Payroll
Employee ID EMPO00D0022 Name | off Cycle , fcord 0
Pay Group SEMIMNTHLY Description 3  Review Absence/Payroll Bayee licraive List
Calendar ID SMLW201517 Begin Date (] ] Reports D Results by Calendar Group
Balance Adjustments 1 Absence Conversion Prdj =) Results by Calendar
Element Name Description B E cakculate Absenceand P] =) Payee Messages
D Payee Status
ALI EMT ELEM G Annual Leave Incentive 15.000000| [08/10/2015 |[5] ]
D Processing Statistics

[§!Save ||Gh Return to Search [=] Motify




4/ Accessing Results by Calendar Group

The Calendar Group View is based on the semimonthly pay period. Results will display not only the Calendar ID selected, but
other Calendar IDs with retroactive changes that impact it.

Calendar ID column shows the Calendar ID(s) for the pay periods that were processed as part of the calendar Group.

Version Number column shows the number of times a calendar was reprocessed for that employee.

|48 CARDINAL

Favorites v | Main Menu =

Home Workdist
Al - | search

% | Advanced Search  [Cl Last Search Resulis

> Global Payroll & Absence Mamt~ > Absence and Payroll Processing » >  Review Absence/Payroll Info » >  Results by Calendar Group

Calendar Group Results | Absence Data | Retro Calculation Deltas

JOHN DOE Employee

Empl ID 00000073500 Empl Record

Calendar Group ID SMLV201205 SMLY Cal Group 05 2012

Segment Information by Calendar Persanalize | Find | View Al | G0 E e @ a1 ® Lt
Calendar ID Segment Segment End

- Segment Version Revigion .
Begin Date Date Calculate Action Number Number Number Segment Detail
SMLV201205 02M10/2012  D3/24/2012  Calculate 1 1 1 Segment Detail

Additional Result Pages
=

Positive Input - Payroll

Generated Positive Input
Retro Calculation Deltas

Absence Data

|ah Return to Search #-] Previousin List ||4] MNextin List =] Notify

Calendar Group Resulis | Absence Dala | Retro Calculation Delias
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4/ Absence Data Results by Calendar

Navigate to the Calendar View using the following path:

Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Mgmt > Absence and Payroll Processing >
Review Absence/Payroll Info > Results by Calendar

Navigating to the Calendar Group page, click the Absence Data link to open the Absence Data tab and view an employee’s
absence data by day. The daily data lists absence events by day, the hours accumulated for that day and other information

associated with each absence event. Use this information to check the absence types and hours an employee used during a
defined period of time.

Favorites = Main Menu - » Global Payroll & Absence Mgmt » > Absence and Payroll Processing » > Review Absence/Payroll Info » » Resulis by Calendar

Calendar Results Eamings and Deductions Accumulators Supporting Elements

ROSA PARKS Employes

_________________________________ Empl ID 000002459500 Empl Record 1]
Calendar ID SMLV201600 Pay Group SEMIMMTHLY Semi-Monthly Salaried AM
Segment Information by Calendar Group Personalize | Find | View All | ] E First ‘4 1of1 ‘&' Last
Segment Begin Segment End - Segment Version Revision .
Calendar Group ID Date Date Calculate Action Number Number Number Segment Detail
SMLWV201609 051002016 05/24/2016 Calculate 1 1 1 Segment Detail

Additional Result Pages

Positive Input - Absence Positive Input - Payroll Generated Positive Input
Absence Data Eefro Calculation Deltas
|&" Return to Search | Previous in List 4 | Mextin List [+ Motify

Calendar Results | Eamings and Deductions | Accumulators | Supporting Elemenis
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#/ Absence Data Results by Calendar Group or Calendar:
" Schedule Data and Config Fields Tab

Click the Schedule Data and Config Fields tab. Additional fields display including a Work Schedule field.

Click the Work Schedule link to access information about the employee’s work schedule on the day of the absence event.

Favorites « ‘ Main Menu +

»  Global Payroll & Absence Mgmt - » Absence and Payroll Processing = > Review Absence/Payroll Info = > Results by Calendar

Calendar Results Absence Data Retro Calculation Deltas

¥ RosaPARKs Empiogee

Empl ID 00000073500 Empl Record
Calendar ID SMLW201609

Pay Group SEMIMNTHLY
Calendar Information

Find | View All First ‘4 10f1 ‘b Last
Calendar Group ID SMLV201609 Description SMLV Cal Group 09 2016
Segment Number 1 Version 1 Revision 1
Gross Result Value 0.0000005] UsD Net Result Value 0.0000005] uso
Absence Daily Data (7 Personalize | Find | View All | 2| B First ‘&' 1of1 ‘& Last
Absence Detaill || Absence Detsil2 || Begin/End Data | Schedule Data and Config Fields | Related Elements
Scheduled Alternate
Element Name Description Absence Date Configurable Fields VWork Hours Work Schedule Scheduled Alternate Work Schedule
Hours

PER TAKE ) u[, \
ELEM “WSDP Personal Leave 052002016 Configurable Fields 8.00¢Work Schedule Alternate Work Schedule

Beturn To Main Result Pages

|a" Return to Search 1| Previous in List 4 | Mextin List [=] Motify

Calendar Results | Absence Data | Retro Calculation Deltas




4

/

// View Accumulator Results: Employee Absence
7" Entitlement and Granted Absence Balances

Click the Accumulators tab to view an employee’s usage of absence entitlements balances (e.g., Vacation) and granted
absence balances (e.g., FML usage).

Five absence type accumulator results display. Click the View All link to expand the Accumulators section.

Favon"l&sqb | WMain hMenu ~ » Global Payroll & Absence Mgmt ~ » Absence and Payroll Processing » » Review Absence/Payroll Info » > Results by Calendar

Calendar Results Eamings and Deductions Supporting Elements

EDGAR POE Employss Empl ID EMPODODDDZ0 Empl Record O
Calendar ID SMLV231813 Pay Group SEMIMMTHLY Semi-Monthly Salaned A
Calendar Information Find | View All First '4' 10f1 "B Last
Calendar Group ID SMLWV201615 Description SMLW Cal Group 15 2016
Segment Number 1 Version 1 Revision 1
Gross Result Value 0.000000G0 uso Net Result Value 0.00000053 uso

Accumulators Personalize | Find|| visw 21 2 | m First '4' 1.50f83 " Last

Accumulator Results || UserkKeys | =0

Period Element Names Amount Description From Through
Calendar Period ‘= PRD 0000000 ALI Period Accrus! 0302016 0512412018
ACUM_ACRL ’ =

. DLR PRD — ] .

Calendar Period ACUM_ACRL D.000D005S DLR Period Accrual 08102016 057242016
. DSKPRD — : ;

Calendar Period ACUM_ACRL D.00DD0DGS DSK Period Accrusl 08102016 057242016
.. MBLPRD — - .

Calendar Period ACUM_ACRL D.00DD00G MBL Period Accrusl 08102016 057242016
. SCKPRD - : ;

Calendar Period ACUM_ACRL D.00DD00GT SCK Period Accrusl 081062016 0a/24/2016

|+ Return to Search Previous in List | (45 Mextinlist | |[=] Notify

Calendar Resuliz | Eamings and Deducfions | Accumulators | Supporting Elements




» Running Absence Conversion Processing
/

The Payroll Administrator manually initiates the absence conversion process on the day the pay period is allocated after the
calendar has been finalized. It is run one time for the pay period.

This process pushes the absence earnings to the Payable Time table and combines them with productive time earnings. This
table is then used by reports, interfaces, and allocation programs.

CARDINAL Home Worklist
= All~ | Search % | Advanced Search [Tl Last Search Results

Favorites ‘ Main Menu = > Global Payroll & Absence Mgmt » > Absence and Payroll Processing = > Absence Conversion Processing = > To Payroll for Morth America

Tof'ayrcll for North America

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Run Control ID| begins with ~||

[l case Sensitive

| search || Clear |Basic Search & Save Search Criteria

Find an Existing Value | Add a Mew Value




}) Lesson 4. Summary
/

n Managing Absence and Payroll Processing

In this lesson, you learned:

» Review absence information

* Review results by Calendar Group or Calendar ID
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}) Lesson 5. Absence Management Maintenance Hands-On
“" Practice

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

[ SEEEE T




}) Course Summary
/

m Absence Management Maintenance

In this course, you learned:

ldentify key Absence Management concepts

Identify Absence Management processes

Describe Absence Management integration and interfaces
Enter and modify absence requests and events

Enter and manage extended absences

Review employee absence balances

Adjust employee absence entitlement balances
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}) Course Summary (continued)
/

m Absence Management Maintenance

« Initiate and manage a leave donation request

«  Calculate Absence and Payroll batch process
* Review absence and payroll information
* Review results by Calendar Group and Calendar ID

* Run absence conversion processing
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}) Course Evaluation
/

Congratulations! You successfully completed the 501 TA366: Absence Management Maintenance course.

Your instructor will provide instructions on how to access the evaluation survey for this course.
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p/ Appendix
/

Key Terms

Flowchart Key
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s/ Key Terms
b e

Absence Entitlement: The hours or days an employee has accrued for an absence type (e.g., Vacation, VSDP Sick, VSDP
Personal)

Absence Event: The consecutive period of time an employee is absent for the same reason (e.g., Vacation, VSDP Sick,
VSDP Personal)

Absence Reason: Required when entering an absence type (e.g., Sick, Vacation) providing further classification for work-
related absences (e.g., Flu, Chemotherapy, etc.).

Absence Take: The absence type and amount of time that an employee takes for an absence event
Absence Take Element: The code name given to a specific type of absence (e.g., Vacation is VAC_TAKE_ELEM)
Accumulators: Means of tracking hours or days of absence usage (accumulated time) based on pre-defined business rules

Calculate Absence and Payroll: Batch process that is run nightly (or ad hoc if needed) that processes absence data for the
pay period

Calendar Groups: Identifies the calendars to process at the same time

Calendar ID: Run control parameter for the Calculate Absence and Payroll process that identifies the pay period for which
the process is run
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/;/ Key Terms (continued)
/

Calendar Periods: Defines the pay period, e.g. semi-monthly pay period
Calendars: ldentifies the run type (semi-monthly or annual), calendar period, and payees to process
Entitlement Adjustment: An increase or decrease made to an entitlement balance

Entitlement Balance: The number of hours of unused entitlement for a particular absence type (e.g., Vacation, VSDP Sick,
VSDP Personal)

Forecasting: Process that compares an absence request to current and projected future absence entitlement balances to
determine if an employee is eligible for and has sufficient balances of the selected absence type available for use

Frequency-Based Entitlement: Accrual that is earned at regular time intervals (e.g., Vacation that is accrued for each semi-
monthly pay period or VSDP Personal leave that is granted at the beginning of each leave year)

Time Reporting Codes (TRC): Classifies hours recorded on the timesheet, (e.g., Regular (RGS), Overtime (OT1, EOT),
Compensatory Leave (CPE))
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V4

» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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